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Overview 
 

 

Data Overview 
 

 Policies received by NCCI create a Unit Report Control (URC) record. URC was developed by 
NCCI staff and representatives of the insurance industry for its member companies to:  
 Facilitate communication between NCCI and its data providers  
 Encourage the timely submission and receipt of unit reports  
 Provide quality and timely products and services, such as experience ratings and rates/loss 

costs 
 
 URC expected and overdue listings are provided to all data providers every month. Working the 

URC listings ensures that NCCI receives all expected units in a timely manner.  
 

 Losses included in the first reporting of a given policy must be valued at 18 months after the 
month in which the policy became effective. Subsequent reporting of loss data must be valued 
one year after the prior valuation. Each report level must be filed no later than two months after 
the respective valuation date. 

 
 Unit reports submitted to NCCI will update URC to show the units as received. Units that reject 

will continue to show in URC as expected or overdue. Units that receive a Data Grade 5 error will 
show on URC as received but not usable. 
 
 

Unit Process Flow 
 

 Unit reports are submitted electronically or online via Unit Data Collection  
 

 Units are loaded to the NCCI staging database and edited 
 

 A Submission Results Report is produced 
 

 Unit rejects (Data Grade 9) remain in staging for 120 days, after which they are automatically 
purged 

 
 Units with Data Grade 0–5 are stored on the production database 

 
 Unit Data Collection displays both production and rejected data  
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What Is Unit Data Collection? 
 

 Unit Data Collection is a comprehensive Web-based tool used to easily search for and view 
online your unit report, unit report control (URC), unit notifications, and coverage provider 
information. 

 
 Subscribing to the update capabilities in Unit Data Collection allows you to enter, correct, and 

update unit data including adding subsequent reports. The URC feature of the tool allows you to 
update URC information at the policy level and state level. 
 
This application also allows Bureau Compliance Statistical Service (BCSS) customers to track, 
update, and resubmit data to the independent bureaus. 
 

 Unit Data Collection enables you to: 
 Track your errors and rejects online 
 Enter, correct, and update all report levels (1st–10th) 
 Track submission of unit reports submitted to NCCI 
 Add additional exposure and loss records 
 Correct rejected and nonrejected fields online 
 Access units saved and not submitted within 4 days of submission 
 Update URC information at the policy level and state level, to help monitor the timely 

submission and receipt of unit report data 
  

 When changes are made using Unit Data Collection, you will receive an electronic WCSTAT 
correction file with your updates. This is sent to your Data Transfer via the Internet (DTVI) 
mailbox for you to retrieve and update your company’s databases. 
 
 

Unit Data Collection—Subscriptions 
 

 Unit and URC Inquiry  

Search and view unit reports and URC information  

 Unit Entry, Update, and Pre-Edit 

— View, enter, update, and correct your Unit Statistical data and URC data 
— Pre-edit Unit Statistical files and correct data online prior to production submission 
— Extract Unit Statistical data in WCSTAT format 
— Respond to Validation Conditions  
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Logging Into Unit Data Collection 
 

 
Enter your Unit Data Collection User ID and Password at the NCCI Login prompt. 
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Unit Data Collection Main Page Features 
 

 
 
 Your company’s current 1st through 10th report unit status is displayed in the Timeliness chart  

 
 Current total counts of your company’s outstanding rejected units and Outstanding Critical Edit 

units are shown in the Quality Summary Table 
 

 Use the link to the Latest 5 NCCI-Generated Unit/URC Reports to view specific reports 
 

 Use the link to the Latest 5 Unit/URC Circulars to view specific circulars  
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Unit Report Features 
 

The Manage My Data tab allows you to search and view unit reports and associated detailed information, 
including key field changes. You can also identify and address any associated edits. If you signed up for 
the update capability to make corrections, you can change the Report Header, Exposure, Claim, or Total 
information on the unit report, as well as add a new unit report. 
 
The Manage My Data tab also allows you to search URC. If you’re signed up for updates, you can 
update URC information at the policy level and state level to help monitor the timely submissions and 
receipt of report data.  
 
The Manage My Data tab is also the portal to Print View Queue, File Tracking, Pre-Edit Tool, Data 
Reports, Carrier Information, Validation, Extract Data, and BCSS Outbound Tracking.  
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Unit Report Control 
 

 
Search Unit Report Control Information 

 
The Search URC function allows you to locate, view, and update the current status of a policy and its 
associated unit reports. The URC search results provide a list of the unit reports that are expected, 
received, and/or overdue at each report level from 1–10. In addition, you are able to see if a URC policy 
and/or state records are active or inactive.  
 

 From the Unit Data Collection main page, hover over the Manage My Data tab and select 
Search URC.  
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The following search screen appears: 
 

  
 

 To perform a search, input the preferred search criteria and click Search. 
 

In the example below, a search is performed on a Policy Number. 
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 After performing the search, a screen like the one below appears: 
 
 

 
 
 
 From the Search Results screen, you have the following options: 

 View the URC policy information 
 View/update the URC policy level status information 
 View current key field change 
 View the URC state information 
 View/update URC state status information 
 View all units for the specified policy (all states) 
 View all units for the specified state 
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View/Update the URC Policy Level Status Information 
 

This feature allows you to view/update the URC Policy Level Status. The status may either be active or 
deactive. For URC policies that are active, NCCI expects to receive unit reports for all active states 
associated with the policy. NCCI does not expect to receive unit reports for URC policies or states that 
are deactive. However, this feature does not reinstate/cancel the policy.  
 
Note: You may only update a URC Policy Level Status after a policy has expired. In addition, updates 

may be made only if unit reports have not been received. 
 

 To view/update a specific Policy Level Status, click the arrow next to the URC Pol Status on the 
row you want to view/update. 

 

 
 

 
 
 

Note: If the URC Policy Level Status is Active, you may deactivate it. If the URC Policy Level 
Status is Deactivated, you may reactivate it. If updates to the URC Policy Level Status are 
not allowed, options to Activate and Deactivate will not appear.  

 
  
 

 Click Activate All States or Deactivate All States.  
 

Note: This only activates/deactivates a URC policy in the URC information; it does not 
reinstate/cancel the policy. 
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Click OK and your update will be immediately processed in NCCI’s database.  

 

 
 

 After saving your changes, the following confirmation message appears: 
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View the URC State Information 
 

This feature allows you to view the State Information associated with a specific URC policy. 
 

 To expand (view) state level information, click the arrow icon next to the row you want to view. 
 

 
 

 The State Status, State(s), Report Number Status, Update Date, and User ID associated with the 
URC policy display: 

 

 
 
 

Note: If there is an asterisk (*) next to a received (R) unit report listed under the Report Level 
Status, it is not available for use in NCCI products due to a priority error. See the example 
below: 
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View/Update URC State Status Information 
 

This feature allows you to view/update a URC State Level Status. The status may either be active (A) or 
deactive (D). For URC states that are active, NCCI expects to receive unit reports. NCCI does not expect 
to receive unit reports for URC states that are deactive. The feature does not add/delete a state on the 
policy.  
 
Note: You may only update a URC State Status to the URC information after a policy has expired. In 

addition, updates may be made only if unit reports have not been received for that state. 
 

 Click Edit. Then, using the drop-down menu, select active (A) or deactivate (D).  

 
 

 After selecting from the drop-down menu, click Save. Your update will be immediately processed 
in NCCI’s database. 
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 After saving your changes, the following confirmation message appears: 
 

 

 
 

 If the URC State Status is active (A), you may deactivate it. If the URC State Status is deactive 
(D), you may reactivate it. If updates to the URC State Status are not allowed, the Edit option will 
not appear.  

 
Note: This only activates/deactivates a URC state in the URC information; it does not add/delete 

a state on the policy. 
 
 
View Unit for the Specified State 

 
This feature allows you to access unit for a particular state for a policy by linking you to the Unit Report 
Header screen in the Unit Data Collection tool. 
 

 To access the unit for a specified state, click the individual State(s) link under the State(s) 
heading. 

 

 
 
  



Unit Data Collection Tool User’s Guide   

16 
 

© Copyright 2021 National Council on Compensation Insurance, Inc. All Rights Reserved. 
 

 A new tab opens, displaying the Unit Report Header/Name screen, allowing you to view details of 
the units for the state associated with that policy. 
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Search Units 
 

Search Units 
 

The Search Units component allows you to locate unit reports and associated information.  
 

 From the Unit Data Collection main page, hover over the Manage My Data tab and select 
Search Units. 
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 The following Unit Search default screen appears. To see additional search fields, select the 
Show Advanced Search. 

 

 

 

 You have several options when performing a search from the Unit Search screen, click the 
information icon to see valid combinations. 
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Unit Data Grade 

You may perform a search on a specific Unit Data Grade. 
 

Unit data grades are assigned to individual records (e.g., Unit: Header, Name, Address, Exposure, Claim 
[Loss], and Total). When multiple errors occur, the most severe data grade is recorded at the respective 
record and unit levels. 

 
 
 
 
Searching for Rejected Unit Reports 
To search for rejected unit reports, select the 9-Reject from the drop-down menu in the Unit Data Grade 
field. 

 
Note: If you search by 9-Reject to display Reject Conditions, and if you do not plan to resubmit or correct 

a rejected unit report and want to delete it from the reject search results, select the applicable 
Delete box, followed by the button on top of the Delete column. A confirmation prompt appears, 
asking if you want to delete. Click OK, and the screen refreshes, and the record gets deleted. 
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Searching for Unit Reports (other than Unit Data Grade)  

To perform a unit search, input the preferred search criteria and click Search. In the example below, a 
search is performed by policy number:  

 
Note: Search results display a maximum of 500 records.  
 

 To limit the result set and retrieve only unit data that you are interested in viewing, use the Filter  
 function.   

 
 

 Filter options include: 
o Rpt Nbr: Input the desired Report Number 
o Open Claim: select Y or N from the drop-down menu 
o Status: select one of the following: 

 CURR = Current 
 ADD = Add 
 ADD-REJ - Add - Rejected 
 CHG = Change 
 CHG-REJ = Change - Rejected 
 REJ = Rejected 
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To view or revise a unit, click the Go To ≡ menu. In the example below, the user selected the 
Header/Name Record: 
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Current View—Policy Key and Link Information 
 

 
Policy Key and Link Information continue to display continuously on every record.  

 
 
 
Current View—Header/Name Record   

 
The Header/Name Records contain functions that allow you to view and update the unit header, name, 
and address records.  
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 To change the Header/Name information, click Edit. 
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 The following screen appears. Enter the necessary changes in the pop-up window and  
click Save.  

 

 
 A message appears indicating that the request has been successfully saved. 

 
 

 You must then submit your changes within 4 days, or your changes will be lost. To submit your 
changes, click Submit.  
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Current View—Exposure Record 
 

The Exposure Record contains functions that allow you to view and update each exposure at the 1st 
report level.  
 

  
 

 To limit the result set and retrieve only the exposures that you are interested in viewing, use the 

Filter   function.   
  

 
 

 To change exposure information, click the pencil icon for the exposure row you want to update.  
 

 

The filter function is available wherever you see this icon. 
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 The following pop-up window appears. Enter the necessary changes in the pop-up window and 

click Save.  
 

 
Note: The calculation for premium is automatically performed when values are entered for Class 

Code, Exposure Amount, and Manual Rate fields. 
 
 
 A message appears indicating that the request has been successfully saved. 

 
 You must then submit your changes within 4 days, or your changes will be lost. To submit your 

changes, click Submit.   
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 To delete exposure information, (1) click the box beside the exposure row you want to delete and 
(2) select Delete Exposure(s). 

 
 

 The following pop-up window appears: 
 

 
 
 

 Click OK and the exposure will be deleted.  
 
 
  

2 
 

1 
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 To add exposure information to a policy, click Add Exposure.  
 

 
 

 The following pop-up window appears. Once all information is completed, click Save. 
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Current View—Claim Record 
 

The Claim Record contains functions that allow you to view and update each claim record.  
 
 
Note: Claims may be reported at all report levels (e.g., 1st, 2nd, 3rd, 4th, 5th, 6th, 7th, 8th, 9th, or 10th 

Report) and will display the latest information for each claim at each report level. 
 
 

  
 
 
 

 To limit the result set and retrieve only the claims that you are interested in viewing, use the Filter 
 function. This function is available for the following fields: Claim Data Grade, Claim Number, 

Accident Date, Class Code, Injury Type, Claim Status and Report Number.  
 

 To view additional claim data (e.g., indemnity, medical, ALAE, attorney fees), click the  Details 
icon.  
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 The following pop-up window appears:  
 

 
 
 

 To change claim information, click the pencil icon under Edit for the claim row you want to 
update.  
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 The following pop-up window appears. Enter the necessary changes in the pop-up window and 
click Save.  
 

 
 
 
 
 

 
 A message appears indicating that the request has been successfully saved. 

 
 

 You must then submit your changes within 4 days, or your changes will be lost. To submit your 
changes, click Submit.   
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 To delete claim information, (1) click the box beside the claim you want to delete, and (2) select 
Delete Claim(s). 

 

 
 
 

 The following pop-up window appears: 
 

 
 
 

 Click OK and the claim gets deleted.  
 
 
 
 
 
 
 
 
 
 
 
 
  

2 

1 
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 To add claim information to a policy, click Add Claim.  
 

 
 

 The following pop-up window appears. Once all information is completed, click Save. 
 

 To copy claim information to a different report level, click the Copy icon on the claim you want to 
copy. In the example below, the user selected Copy for CLAIM2.  

 
 
 

Note: All claim information will carry over from the copied claim, except for the amounts for  
the claim.  
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Current View—Total Record 
 

 The Total function allows you to view the previously reported and revised unit total records. To 
view additional Total data (e.g., Claim count, paid ALAE, attorney fees), click the Details icon.  
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History View  
 

Select the History tab to view all reported unit reports at each report level and correction sequence. The 
default is All History. Select the drop-down menu to search by Claim History and Exposure History. 
 

 
 

 Historical Data Grade displays the highest data grade for each unit report. Use links under the 
data grade to view all edits and corresponding data grades invoked for each unit report.  
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 To print Unit Report(s), (1) select the box next to the unit report(s) and (2) click Print Unit(s). 

 

 
 
 

 The following pop-up window appears: 

 
 
 
 

 Click OK and the unit will be available for you in the Print View Queue. To view and/or print a 
specific unit report, click COMPLETE in the applicable row of the Print Status column. 

 

 
  

1 

2 
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Note: You can always access a list of Unit Reports Requested by accessing Print View Queue from the 
Manage My Data drop-down menu. Unit Reports will be deleted from the queue after 4 days. 

 

 
 
 
 
 

 To extract Unit Report data in WCSTAT format, (1) select the box next to the unit report(s) and 
(2) click Extract Unit(s). 

 

 
 
 

1 

2 



Unit Data Collection Tool User’s Guide   

38 
 

© Copyright 2021 National Council on Compensation Insurance, Inc. All Rights Reserved. 
 

The following pop-up window appears: 

 
 

 
 

 Click OK and the following message appears indicating that the request has been successfully 
submitted and will be sent to your DTVI mailbox.  
 

 
 
 
 
Outstanding Unit Edit/Validation View  

 
The Outstanding Unit Edit/Validation View function provides you with the ability to view all outstanding 
unit report priority errors at all report levels. Report levels are 1 through 10, with corresponding 
corrections to each report if applicable (e.g., 1st report original [1-0], First correction to a 1st report [1-1], 
and Second correction to a 1st report [1-2]). In addition, if you have update capability, you can enter a 
correction to the records that appear on the Outstanding Unit Edit/Validation View. 
 

 To view the outstanding Priority Errors, click the Outstanding Unit Edit/Validation View option. 
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 The following drop-down menu appears: 

 
 
 
Add a New Unit Report 

 
This function allows you to add a new 250 URE format 1st unit report and submit it electronically to NCCI.  
 

 From the Unit Data Collection main page, hover over the Manage My Data tab and select Add 
a Unit. 
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The following screen appears. Enter the required information and click Save. 
 

 
 

 The following screen appears: 
 

 
 

 Enter the report header information in the necessary fields. Click Save, and a message appears 
indicating that the unit information has been successfully saved. 

 Click the Exposure tab and select the Add Exposure button. 
 Enter the unit report exposure information. Click Save, and a message appears indicating that the 

unit information has been successfully saved. 
 Click the Claim tab and select the Add Claim button.  
 Enter the unit report claim information. Click Save, and a message appears indicating that the 

unit information has been successfully saved. 
 Click the Total tab and select the Add Total button.  
 Enter the necessary total information. Click Save, and a message appears indicating that the unit 

information has been successfully saved. 
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 Submit your new unit report by clicking Submit.  

 
 
Adding Subsequent Unit Reports 

 
This function allows you to create Subsequent Unit Reports and submit them electronically to NCCI.  
 
To create a subsequent unit report, a prior report must be present in the database, and the valuation date 
must be correct for the subsequent report level. Once the unit is found through the Search function, click 
the Go To menu to access the unit report. (Subsequent units are not allowed to be added for any units 
that have a Data Grade 5 edit that has not been corrected.) 
 

 
 
 
 
 



Unit Data Collection Tool User’s Guide   

42 
 

© Copyright 2021 National Council on Compensation Insurance, Inc. All Rights Reserved. 
 

 To enter a subsequent unit report, click Add Subsequent. 
 

 
 
 
 
 

 The system automatically fills in the appropriate key field information based on the previous 
report. (1) Select the Report Number by selecting the number from the drop-down menu. (2) Click 
Save. 

 
 

 
Note: You may not add a subsequent unit report with a report level less than the latest report 

level received. For example, if a 1st, 2nd, and 4th report already exist, you will not be able 
to add the 3rd report.  

 
 Click the Claim tab to add or view claim information. All open claims from the previous report 

display. 
 

Note: The Claims Status filter  is applied by default to open claim(s). To reopen or change a 
previously closed claim, you can un-filter and click the pencil icon alongside that claim 
record. All open claims must be updated prior to submitting the unit. 
 

 

1 

2 
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 If you are reporting a unit in one of the following states, you must enter the Total information 
before submitting the unit: NC, WI, and independent bureau states (CA, DE, MA, MI, MN, NJ, NY, 
and PA). 

 
 If you are not one of the above states, the total information is not required, and you can proceed 

to submit the unit. 
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Validation 
 

 

Validation Overview 
 

 The Validation feature allows you to examine suspect conditions that were generated after your 
Unit Statistical data was submitted to NCCI. 
 

 This feature allows you to access, track, correct, or explain identified suspect conditions. The 
resolution of these suspect conditions promotes data quality of the data submitted.  

Validation Information 
 

The Validation feature allows you to locate suspect conditions. 
 

 From the Unit Data Collection main page, hover over the Manage My Data tab and select 
Validation. 
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 The following Validation Search default screen appears. 
 

 
 
 To perform a search, you can use the default criteria or update the criteria and click Search. 
 You can customize your search request by: 

 Type Code – Provides a list off all Suspect Conditions. Refer to the Unit Statistical Edit and 
Validation Matrix—Production for details on each Type Code 

 Condition Status: 
 OPEN and REJECTED 
 All Conditions—All statuses will display in the results   
 REJECTED—Data provider activity was rejected and requires additional review 
 OPEN—Suspect condition that requires data provider review   
 PENDING AT NCCI—Data provider activity awaiting NCCI review  
 ACCEPTED—Data provider activity has been accepted  
 UNRESOLVED—Suspect condition was not explained or corrected by the due date  
 CLEARED—Suspect condition was corrected 

 Condition Due Date—Date when the suspect condition should be resolved by 
 Validation Category (Validation Edit Category): 

 Post Submission: Suspect condition is created after reviewing unit data that has 
already been received  

 Submission: Suspect condition invokes automatically upon receipt of a unit data  
 Other provided options: Claim Nbr, Pol Nbr, Pol Eff, State, Carrier, Risk ID, Condition 

Created from-to-date 
 

 In the example below, the default search is performed on All Type Code, Condition Status 
(OPEN and REJECTED), All States, All Categories 
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 After performing the search, a screen like the one below appears 
 To view unit information or make a correction, click the Details icon  

 

 
 

 To enter an Explanation, click the Explanation Journal icon 
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 After selecting the Explanation Journal icon, a screen like the one below appears where you 
can enter and Save Explanation 
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 To apply the same explanation to multiple conditions, the Type Code must be selected from the 
Validation search screen  

 In the example below, a search was performed by the specific Type Code and Pol Nbr  

 
 Once results return, check the applicable boxes to apply the same explanation. You can select all 

returned conditions by checking the box right under ‘Select’. 
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 After selecting the suspect conditions, click on the Apply Response to Selected button 
 

 
 
 

 From the Multiple explanation window, enter the appropriate detailed explanation; then click the 
Save Multiple option 
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Match Number  
 

 To assist in researching one of these conditions—E132, E134, C811 and C821—a Match 
Number will be available. The Match Number field allows you to identify related rows that are 
grouped together. 

 The Match Number will display in the following screens:  
 Validation Search—By selecting the Type Code  
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 Search Units—Inside the Reported Value field  
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 Outstanding Unit Edit/Validation View—Inside the Reported Value field  

 
 

 Selecting the hyperlink from the Search Units and Outstanding Unit Edit/Validation View 
redirects the user to the other related grouped rows displayed in the Validation Search screen 
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Validation Tab  
 

 If one of these Post-Submission conditions is generated—C811, C821, and/or E992—it will 
display in the Validation Tab  

 The Validation Tab provides a streamlined location to display aggregate data (such as premium, 
exposure amounts, and claim counts)  
 

 
 

 Validation Tab for C821 includes Carrier, Pol Nbr, Pol Eff, Class Code, Expos Amt, Indem 
Claim Count, Med Claim Count, NCCI Comments, Status, Due, and Explanation Journal  

 Validation Tab for C811 includes Carrier, Pol Nbr, Pol Eff, State, Class Code, Expos Amt, 
Indem Claim Count, Med Claim Count, NCCI Comments, Status, Due, and Explanation 
Journal  

 Validation Tab for E992 includes Carrier, Pol Nbr, Pol Eff, Rpt Nbr, Corr Seq, Total Carrier 
Prem, Test Aud Prem, Prem Diff, NCCI Comments, Status, Due, and Explanation Journal  

 
 
Note: Some rows are provided for informational purposes only; these rows cannot be 
updated/edited. 
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 The Outstanding Unit Edit/Validation View displays the Record Type with a ‘V’ 

 

 
 When the ‘V’ is selected, the user will be presented with the Validation Tab for the selected 

suspect condition  
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Export Function  
 

 Two options are available allowing you to export the suspect condition information into a 
Microsoft® Excel spreadsheet. 
 Validation Search—The exported spreadsheet contains all the information presented on the 

screen plus the following fields: Last Data Provider Response, Last NCCI Response, Last 
Updated By, Match Number, and Insured Name 
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 Validation Tab—The exported spreadsheet contains all the information presented on the 
screen plus the following fields: Last Data Provider Response, Last NCCI Response, Last 
Updated By, Match Number, and Insured Name 
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Additional Resources—Emails/Reports
 

Outstanding Suspect Conditions  

• The Outstanding Suspect Conditions gathers all suspect conditions with an Open and Rejected 
condition status  

• NCCI generates this email each Friday night 

 Post-Submission Suspect Conditions 

• Email gathers all NEWLY created Post-Submission suspect conditions  
• NCCI generates this email the day after an NCCI validator creates the Post-Submission condition 

Rejected Conditions email   

• It provides a link to the Validation feature of your ‘Rejected’ conditions  
• NCCI generates this email the following day when either a Submission or Post-Submission 

suspect condition gets rejected by an NCCI validator 
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Pre-Edit Tool  
 

 
Pre-Edit Tool Overview 
 

 

 The Unit Pre-Edit Tool allows customers to import a data file prior to production submission and 
view data quality results online. In addition, updates and corrections can be made within the tool 
and the revised data file can be submitted to production directly from the tool. 
 

Pre-Edit Tool Information 
 

 From the Unit Data Collection main page, hover over the Manage My Data tab and select Pre-
Edit Tool. 
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 The following Pre-Edit tool Search default screen appears. 
 

 
 
 To perform a search, you can use the default criteria or update the criteria and click Search. 

 
 In the example below, the default search is performed on All Transmission ID, All Data Grades, 

All States, All Report Number, and All My Carriers  

 After performing the search, a screen like this appears: 
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 A Transmission contains three different levels.  
(1) Transmission Level 
(2) Data Grade Level 
(3) Unit Level  

 To view the (2) Data Grade and (3) Unit level, select the arrow icon  
 

 
 

 You have three options: 
 Submit to Pre-Edit—Re-submits your Unit Statistical data prior to submitting to Production  
 Submit to Production—Submits your pre-edited Unit Statistical data to our production 

environment  
 Delete—Removes entire Transmission, Data Grade, or Unit  
 
 
 
 
 
 

Available options will depend on the level of your field. Available action buttons are:   
1. Transmission Level—all action buttons available 

 



Unit Data Collection Tool User’s Guide   

62 
 

© Copyright 2021 National Council on Compensation Insurance, Inc. All Rights Reserved. 
 

2. Data Grade Level—Submit to Production and Delete are available  

 
 

3. Unit level—Delete is available  

 
Note: If you place a checkmark next to a different level, your original selection will be removed and your 
latest selection will determine which action buttons will be available to you.  
 

 To view unit information or make a correction, click the Details icon in the (3) Unit Level.  
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 Once inside, the unit action buttons are available to Submit to Pre-Edit, Submit to Production 
and Delete Unit   

 
 To view the history for a transmission, access the History section and select a Transmission ID    

 

 
 
 

 The unit file can be uploaded in the Unit Pre-Edit Tool or DTVI using the following 
naming convention: PRED250e.*.txt, where the asterisk represents from 1 to 18 additional 
characters of your choice without spaces. 
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Data Reports 
 

 
Data Reports Overview 

 
The Data Reports option allows you to access data reports as a result of your unit submission(s).  

NCCI provides reports to inform data providers about the results of data submissions for all data types, 
including the data expected to be reported to NCCI. The reports provide key details about data that may 
require corrective action as identified during the editing process. The reports are available in PDF, 
Microsoft® Excel, and CSV formats.  

There are two types of reports: NCCI-Generated Reports and Customer-Generated Reports. 

NCCI-Generated Reports are automatically created and distributed on a production schedule. NCCI-
Generated Reports produced monthly are available for up to six months. All other reports are available for 
up to three months. Monthly reports are available on the first day of the month, and weekly reports are 
available each Monday.  

When a Submission Results report is available for viewing, an email is sent to you to indicate that you can 
find it through Unit Data Collection. Emails for monthly reports go to the Unit contact on file.  

Customer-Generated Reports are reports requested by you using defined parameters within the 
Reports feature in Unit Data Collection. Most Customer-Generated Reports are viewable immediately 
upon submission. However, some reports may be sent to the Report Queue depending on the volume of 
data produced on the report, in addition to the time it takes for the report to generate. Reports in the 
Report Queue are available for 10 calendar days.  
 
Accessing Data Reports 
To access these reports: 
 From the Unit Data Collection main page, hover over the Manage My Data tab and select Data 

Reports.  
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 A new browser displays the NCCI Generated reports tab by default.   
 For a listing of all available reports, click the down arrow on the Reports drop-down menu. 
 To select a report, click the name of the report. In this example, the Unit Submission Results Report 

was selected.  

 
 
 The following screen will display with the option to view the report in a PDF, Excel, or CSV format. To 

launch the preferred format on screen, click the icon beneath the associated column.   
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Generate a Custom Report 
The Data Reports feature allows you to generate only a Unit Reject and Error Report. To request this 
report, you need to provide specific search criteria: 

 
 Click the Customer Generated tab (1) 
 From the drop-down menu, select the report you want to generate (2) 
 Input the search criteria (3)   
 Enter a Report Name (4) 
 Select a Report Format (5) 
 Click Generate Report (6) 
 

 

 The report will either appear on your screen immediately or go to your Report Queue, depending 
on how long it takes to generate the report. If the report goes to the queue, a message will appear 
directing you to go to your Report Queue.  
 

Note: If the report is sent to the Report Queue, an email notification will be sent to the individual who 
requested the report. 
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My Queue
 

The My Queue feature contains Customer-Generated Reports that are not immediately available for 
viewing. Most reports are viewable immediately upon submission. However, larger reports may be sent to 
the Report Queue and may take longer to generate. Reports in the Report Queue are available for 10 
calendar days. An email is sent upon report availability. 
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Additional Features 
 

 
File Tracking  

 
The File Tracking feature allows you to monitor Unit Statistical file submissions received by NCCI and 
those sent by NCCI using Data Transfer via the Internet. With this feature, you can: 
 
 Monitor the files sent and received by you and your company for up to 120 days  

 View the status of your Production, Certification, and Pre-Edit file submissions 

 Use filters to find specific Unit Statistical files sent and received 

 Access submission results reports for most submissions 

 View receipt and download activity for files sent to you and others in your company  

 
 
Using File Tracking 
 
 From the Manage My Data tab, click File Tracking 
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 Selecting this option automatically brings you to Data Transfer via the Internet with the File 
Tracking feature highlighted:  

 

If there are any system alerts or important notifications actively available, you will see a bell at the 
top of the screen. Clicking the bell displays this message(s): 
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 To view the different options for each of the filters, click the drop-down menus: 

 

 

 

Views:  
 

 
 
Files Sent—view all files sent to NCCI by you and your company 
 
Files Received—view all files sent by NCCI to you and your company 
 
Filters: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Default:  
 
File Type: Unit 
 
Received: Today 
 
View: My Files 
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Files Sent—My Files 
This view allows you to monitor the DTVI data file submissions sent to NCCI that are associated with your 
User ID.  
 
 To view your files, select the preferred filters and click Search. In this example, the filters are set to 

search My Unit file submissions received in the last 90 days by NCCI.  
 

 
 
 
 

  

 
File Type: This option allows you to select DCI, Financial, Policy, Pool, Unit Statistical, or Other submissions. 
 
Received by NCCI/Received from NCCI: This option allows you to select a time frame for viewing 
submissions to and from NCCI. 
 
View: This option allows you to view either only your files (My Files) or all your company files (All Files).  
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 A screen like the one below displays: 

 
 

  

The screen above provides a snapshot of some key information regarding the Unit Statistical submissions 
received: 
 
 File Type—Lets you know the type of data file results you are viewing. This field may display as any 

of the following:  
o Units 
o Notifications 
o ER Split Data 
 

 Process Type—Lists which type of submission was received: Production, Certification, or Pre-Edit 
Service 

 
 File Name—File name you used to send your data to NCCI (name will match what you have stored in 

your system) 
 
  Received by NCCI—Lets you know when we received your data and completed the editing 
 
 Status—Indicates what stage of processing your file has completed. Stages include:  

o Completed—File has completed editing and has no rejects 
o Completed with Rejects—File contains reject edits 
o Rejected—Entire file did not pass submission editing 
o In Progress—File has been received; however, file editing process has not completed 

 
 Submission ID—Unique number assigned to the file; it assists you in identifying the associated 

submission results report    

Tip: To sort, click the column headers. 

Tip: Make use of open fields for a more specific search.  
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How to read expanded view:  
 
 Name—Under the My Files view, this will always be your name 
 Tracking #—Unique number assigned to the file; it assists you in identifying the associated submission 

results report 
 Unit Count—Provides the total number of records submitted and rejected 
 Record Count—Provides the number of records submitted and rejected 
 Submission Results: 

o If a submission results report is available, the status will display the Go to Report hyperlink 
o This hyperlink takes you to the Data Reports feature, where you can select the format in which you 

would like to view the associated Submissions Results Report 
o If a report is not available, the status displays as “Not Available”  

 
 

 
 
 
 

 To see additional submission details, click the expansion arrow: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 For Rejected files, the expanded view provides only the reason for the reject with no counts:  
 

 

Note: To obtain submission details for claims submitted using Unit Data Collection, use the PDF version 
of the Unit Daily Online Submission Results Report. 
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Files Sent—All Files 
 
This view allows you to monitor all data file submissions sent to NCCI by anyone else in your company 
with DTVI access.  
 
 To see all files sent by your company, click the drop-down arrow under View, select All Files, and 

click Search. In this example, both the View and Received by NCCI filters have been set to see all 
Unit Statistical files submitted in the last 120 days.  

 

 The following results will display:   
 

 

 By expanding a row, you can see the file submission details, as well as the name of the person who 
submitted the file. 

   

 
  



Unit Data Collection Tool User’s Guide   

75 
 

© Copyright 2021 National Council on Compensation Insurance, Inc. All Rights Reserved. 
 

Files Received—My Files 
 
This view is where you will find any data files NCCI has sent to your DTVI mailbox. If you are unsure of 
what any of the files are or what they are used for, refer to Part 5—Receiving NCCI Outbound Files of 
the Electronic Transmissions User’s Guide.  
 
 To view the files NCCI has sent to your DTVI mailbox, select the Files Received tab, select the 

appropriate filters, and click Search. Search results will display. 

 
 Search results will display.  

 

 
 
 
 
 

The screen above provides a snapshot of some key information regarding the Unit Statistical submissions 
received: 
 
 Tracking Number—Unique tracking number that was assigned to the file that was sent to you   

 
 File Type—Data type that the file is associated with  

 
 File Name—Name of the file  

  
 Received from NCCI—Date and time the files were received in your DTVI mailbox    
 
 Byte Count—Size of the file sent   

 
 Record Count—Number of records included in the file  
 

Note: Column labels are sortable, and the tracking number and File Name columns can be filtered.   
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 To view the last activity details for the files, delivered to your DTVI mailbox, click the expansion arrow. 
 

 

 

 

 When a file has been downloaded, the message displays as follows: 

 

 

Details regarding the download can be accessed using this hyperlink including:  
 

• File Name  
• Received from NCCI—Date and Time 
• Downloaded—Date and Time 
• File Size 
• Transfer Time—in seconds 
• IP Address—that received the file 
• Transport—Method used to send the file (HTTP or SFTP) 

 

How to read expanded view: 
 
Recipient Name—This will always be your name in the My Files view 
 
Last Activity—Displays one of two status messages: 
 
o Notify Email Sent—This shows when NCCI sent an email notifying you that the report was delivered to your 

DTVI mailbox 
 

o File Downloaded From Mailbox—This shows the date the file was downloaded by you to your system 
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Files Received—All Files 
 
This view is where you can find all the data files that NCCI has sent to all DTVI user mailboxes in your 
company. If you are unsure of what any of the files are or what they are used for, refer to Part 5—
Receiving NCCI Outbound Files of the Electronic Transmissions User’s Guide.  
 

 To view the activity details for files received by all DTVI users in your company, click the drop-down 
arrow under View, select All Files, and click Search. 

 

 
 

 By expanding the row, you can see who in your company received the files. If there were multiple 
recipients, they are displayed on multiple lines: 

 

 

 

 

  



Unit Data Collection Tool User’s Guide   

78 
 

© Copyright 2021 National Council on Compensation Insurance, Inc. All Rights Reserved. 
 

File Tracking Summary Views 
Both the Files Sent and Files Received tabs contain a link to a summary view of your file submissions to 
and from NCCI. This provides an alternative to the detailed views by allowing you to view the same 
information as a count or percentage.  
 
Summary Views—File Sent 
 To access the Summary view of all data files sent to NCCI that are associated with your User ID, click 

the Go to Summary Link. 
 

 Results for all data types sent display on one screen (default view is My Files): 
 

 
 

A summary of all file types you’ve submitted are listed here, based on the age of the file.  
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 To access the Summary view of data files submitted by all invidivduals in your company, you can 
switch your view to All Files:  

 
 To view the counts by individual user, click the expansion arrow: 

 

 
 

A summary of all file types you’ve submitted are listed here, based on the age of the file.  
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Summary Views—File Received 
 To access the Summary view of all data files received from NCCI that are associated with your User 

ID, click Go to Summary 
 

 
 
 
 
 
 
 

 
 

To exit this view, click on the back button                               and that will return you to the File Sent filter screen 
within the File Tracking tab: 
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 Results for all data files by data type display on one screen (default view is My Files): 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 To switch the view from Percent to Count, click the Count radio button:  
 

 
 

A summary of all file types you’ve received from NCCI will be listed here by File Type, Age, the 
number of files received, and what percentage of those files were downloaded.  
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 To access the Summary view of data files received by all individuals in your company, you can 
switch your view to All Files:  

 
 

 To view the counts by individual user, click the expansion arrow: 

A summary of all file types you’ve received from NCCI will be listed here by File Type, Age, the 
number of files received, and what percentage of those files were downloaded.  
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Carrier Information 
 

The Carrier Information tab allows you to view coverage providers and associated detailed information 
for any carriers within your group. This feature allows you to see your Carrier, Branch, Contact, and 
History information. 
 
From the Unit Data Collection main page, hover over the Manage My Data tab and select Carrier 
Information. 

 
 

 The following screen appears, displaying the information for your company: 
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Group Tab  
The Group tab displays the list of carrier codes that are contained under your company. 
 

 
 
Branch Tab  
The Branch tab shows the list of branch addresses that we have in our system for your carrier.  
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Contact Tab  
The Contact tab displays your current contact information. You can email NCCI directly from the tab.  
 

 
 
History Tab 
The History tab displays buyout information.                              
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